
Access the EDMS 

Step #1: From the  EDMS/ 
EMI SIG News Page, click 
on the EDMS SharePoint 
Site link

Locate Your EDMS
Program Page

Step #2: From the top 
navigation bar, click on 
the Program Offices link 
and select your Office
from the dropdown menu

Open Your Program’s 
Documents Library 

Step #3: From the side 
navigation menu, click on 
the Documents link
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Complete the following steps to access, edit and manage 

any files and folders within your EDMS documents library .

Access & Manage Your 
EDMS Documents Library
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https://edms.energy.gov/Index.aspx


Step #4: Click on the title 
to open, edit and or save 
the file

B
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Click on the cell phone 

icon to get a link and a 

QR code that will take you 

directly to this file. 

A Mobile 
Moment!

Keep in mind that all 

Internet browsers require 

different or additional steps 

for checking out a file from 

SP Shared Documents. 

Browsers 
Matter!

Quick Tip…

Versioning is turned on so 

every time a document is 

checked in or out it is 

saved so you can roll 

back if needed.

Files tab contains file 

management and 

version control options

Library tab contains 

formatting, notes and 

exporting options 

Browse tab displays the 

page navigation 

What are 
my options? 
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When a check appears 

next to a file, you will be 

able to access the …

Take 
Note!

Click on the Ellipsis icon(s) 

opens the file information 

window with additional 

options.
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Edit a File 

Step #5: A yellow pop-up 
bar will appear at the top 
of the page, click on the 
Check-out button to 
modify this file 

Step #6: Once you’ve 
finished editing the file, 
click on the File tab 

Step #7: Click on the Save
link to update the file with 
your revisions into your 
Documents Library for 
others to access

Microsoft Word, Excel and 

PowerPoint must be 

installed on your computer.

Missing 
Something?
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Visit the Help page for more quick guides. 

You can also contact EDMSsupport@nnsa.doe.gov

or call (505) 269-9519 further assistance. 

https://edms.energy.gov/EM/help/SitePages/Help.aspx
mailto:EDMSsupport@nnsa.doe.gov

